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Correct TYPING TECHNIQUE 






increases speed...lessens fatigue! 





LONG DAY, loads of work to 
do? ... stay alert and inter- 
ested . . . but relax and 
be comfortable too. Don’t 
crouch like a tiger and tense 
up. Sit upright, bend for- 
ward a little from the hips. 
Feet must be firm too, not 
wrapped around chair. 


PLACE YOUR HANDS in rest posi- 
tion, forearms parallel with 
the keyboard (about a 30° 
angle). Don’t pound the 
keys . .*. just curve your fin 
gers and use a “fingering” 
motion. Put rhythm into 
your strokes. Don’t arch 
your wrists ... relax them. 


NOTE THESE SPECIAL 
SMITH-CORONA FEATURES 





You'll find it easier with a 


Smith-Corona 


L C SMITH & CORONA TYPEWRITERS 
... makers also of Smith-Corona Portable 


TRIPLE-POSED DRAWINGS show 
how back, neck and eve 
strain result from bad pos- 
ture. Good typing technique 
means less fatigue, fewer 


errors, increased speed. 
With the right machine 
you'll be amazed how much 
easicr typing can be. 
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GI's and girls formerly in the Services or in defense plants, back in civvies and 
sitting side by side in the Ashland School of Commerce to pursue the study o} 
shorthand and typing 
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THE SHORT CUT TO SUCCESS! 
That’s what stenography proved to this executive, and why 


he recommends it to all you young people, especially boys 


ROBERT CASHMAN 
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Are You Undergirding Your Future? 
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HEADINGS AND HEADLINES 


Whether for run-of-the-mill typing or for copy for very special 
occasions. every typist should know how to display titles 


\LAN ©. LLOYD 


Assistant Editor Ihe Gregg Publishing Company 
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ILLUSTRATION A 1 cover page for an annual report, designed by a typist wh knew A 
to construct oversize letters. Every typist should prepare sample sets ‘ alphabets in advance 
@s an G@id {to pianning placement and estimating space requirements 
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THBDEBRSCORED CaP8B 
I 
b 6 SPREAD, BOLD CAPS, BOT UEDERSECORBD 
SPREAT ; I N T ? § ORED 


CAPS MADE BOLD AND UNDERSCORED 
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J CAPS MADE BOLD BUT NOT UNDERSCORED 

1 XDER. ED CAPS 
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lé RAIGHT CAPS 

Spreedc, Boid, Enderscocored Caps and Small Letters 
4) | Spread, Bold Caps and Small Letters 
} . . * . 
SPR AR DSB SEE m a 4 Letters t j recored 

'16) Spr : - snd Smell Letters 
17) | Bold Caps and Small Letters Inderscored 





Bold Caps and Small Letters not Undersoored 
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ILLUSTRATION B: Examples of various styles of headings and headlines that the alert typist 
should know. Examples 1-20 are arranged in decreasing order of importance. Example 2/1 
shows how constructed letters may be used on filing-drawer labels 
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~| A WELCOME TO BEGINNERS 

4 discussion of fundamentals. and some style studies that 

will be helpful to writers at all stages of development 
JANET KINLEY GREGG 
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Some Facility Drills in Shorthand 
Penmanship —I 


All shorthand characters and some 
combinations in longhand facilit 


rcle joinings 


2 


Yovement | 


Left motion to blends 


tight motion to blends 
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Some Facility Drills in Shorthand 
Penmanship—ll 








“Forty \ inks” 















Information Desk 





Don't you often have questions to ask 
boul the cork ot secretaries, stenoxrrTa- 
phers, typists, or shorthand reporters? Why 
not send them to Information Desk, The 
Greeg Writer. 270 Madison Avenue, Neu 
York 1 N. } { letter is not necessary, 
postal card will do 








TAKE A TIP FROM 
TONY! 


Get That Job! 





Anthony Hamilton tion t a , Ticine 
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Fel T vi ial 
» . ‘ hw » . iS oe a 
ebruary test Viateria 
> 
1 é papers hou be accompanied by a typewritten list of mames to expedite 
he , insure accur y im makin ut certificates February py is good member- 
fe 1 7 ( ] and O. G 1. until receipt of the March, 1947, issue.) 
Junior O. A. T. Test 
VSTRI / vs Type on one page the following information about the world’s largest icebox 
Center title in all capital letters 
THE WORLD’S LARGEST ICE- grees. The unloading platform could 
BOX About a mile south of Atchi- handle twenty freight cars at one time, 


son, Kansas, there is a hill, about 200 
feet high, on the banks of the Missouri 
River Extending into this hill, and 
covering some fifteen acres of under- 
ground space, lies a huge old limestone 
mine, which has become a gigantic 
retrigerator 

The mine had been operated by three 
generations of the same family, produc- 
ing limestone for paving and building. 
The War Food Administration had come 
to the end of their storage space for 
canned foods, and, to provide additional 
space, the mine was leased for 90 years 

The Government immediately started 
work in the mine, installed refrigeration 
machinery, humidity regulators, and 
power The cooling apparatus 
was capable of reducing and maintaining 
any temperature as low as fifty-five de- 


cranes 


Senior O. 


VSTRUC] Vs 


habet at order 


A GUIDE TO WASHINGTON 


piaces you 


Arrange the following material, single spaced 


Minimum office standard 


and was soon kept busy as food was 
brought in by the carload for storage. 
Immense quantities were accumulated, 
but when the war ended abruptly, 
much of it found its way into civilian 
markets. 


When great quantities of food began 
to move abroad for starving peoples, 
business boomed again in the “icebox.” 
Thousands of cases of dried eggs, pork 
sides, and lard rolled in from Texas, 
Oklahoma, Kansas, and Nebraska. 
Canned salmon came in by the carload 
from the Pacific Coast, canned citrus 
fruits and juices from California. 


All these products remain in storage 
while awaiting shipping space at ocean 
ports. Thus does a limestone cavern in 
Kansas serve as a storehouse for starv- 
ing millions overseas. 


1. T. Test 


Capitalize headings Arrange each 
Satisfactory work on first writing in 45 minutes 


It is interesting to note that most of the 
will want to visit in the city of Washington and around the Capital will 


be found in groups. You can cover them most easily if you take a group at a 
time, see what there is to be seen in that group, and then move to the next 


n 


me 


For your convenience we give the groups, together with the pages in the Guide 


in which reference is made to them. 
Capitol Hill Group 
Capitol, 


Pages 11-36 


Senate and House Office Buildings, Library of Congress, Library 


Annex, Supreme Court, Folger Shakespeare Library 


The Triangle Group 


thee Department 


A207 


mmerce 


Pennsylvania Avenue Group 


ate Commerce Commission, Internal 


Museum 


Pages 36-39 


ederal Trade Commission, Archives Building, Department of Justice, Post 
Department of Labor, Government Auditorium, Inter- 


Revenue Building, Department of 


Pages 40-4¢ 


Pages 49-55 


Department of Agriculture 


White House, State Department, Treasury 
The Mal Gr up 

Botanic Gardens, Army Medical 

Burea 


ireau of Printing and Engraving, Smithsonian Institution, New National 
iuseum, Old National Museum, National Gallery of Art, Freer Gallery 
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February Com petent Typist Test 
Use double spacing in typing this test 


To find the gross number of words you write, divide gross number f é by 5; then deduct ten 
words for each error to get net words written. Divide this by 10 to determine the net words per minute 
lhe number of strokes is indicated at the end of each line in order j / f 

mber of strokes written 


Strokes 


My class stepped out of college into a depression that 
existed before most of you were born. It was a small 109 
depression compared to bigger and better depressions, 
but it was large enough to interfere seriously with our 219 
plans. I hoped that I might get some sort of job in 272 


the publishing business. The nearest I could come to 326 


it was a job as timekeeper in a construction camp in 
Montana. It seemed at the time a disappointment. I 432 
felt as though something had happened that was going 185 
to finish my career before it ever got started. But as time 
went on, I became so much interested in construction 599 
work that I seriously considered staying with it. As : 
I look back on those few months I spent in Montana I 
have always felt, from the standpoint of health, from 
the point of view of self-confidence, from the point of 816 
view of knowing something about people, men of the 86 
type that I had had no chance to meet before, it was 920 
one of the most useful experiences of my whole life. 974 
So, even though at first you do not find exactly what 1028 
you want or what you think you want, almost any kind 1081 


of experience that comes to you in your first months 1134 
after college, if you work at it and try to make the most 1192 
of it, is likely to be helpful in the long run. 1241 

An eminent surgeon remarked: “Surgery is only 1288 


about twenty per cent cutting; the other eighty percent _1345 
is sewing and tying knots.” Every occupation combines 140 


a relatively small amount of high-spot activity with a 1455 
large amount of necessary routine. In advertising, the 151! 
degree of monotony is rather less than in some other 1564 
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fields. For example, the advertising agency with which 
I have the honor to be associated helps to sell products 
as large and costly as electric furnaces and automobiles, 
as small as loaves of bread and five-cent cigars. We 
have a part not in one business only but in dozens of 
the enterprises that serve the complex needs of modern 
life. We dwell on the border line between business and 
the professions. On one hand we deal with the chief 
executives of many corporations. On the other we deal 
with writers, artists, actors, musicians. We have the 
privilege of friendships with men in many industries, 
and we enjoy also a certain entree into the realm of 
letters and publishing, the theater and art. 

But the advertising agency is only one part of the 
held of advertising, as you know. There are advertis- 
ing men and women who are out-and-out salesmen; 
they sell advertising space for newspapers, magazines, 
billboards, street cars, and advertising time on the 
radio. There are advertising men and women who are 
executives; their primary function is not to create ad- 
vertising but to supervise the work of creative people, 
and to be responsible for the expenditure of large adver- 
tising budgets. There are advertising workers who are 
engaged wholly in research, in the study of channels 
and methods of merchandising. There are writers, ar- 
tists, photographers, typographers, electrotypers; there 
are musicians and playwrights. Even so small an or- 
ganization as our own includes, in addition to all of 
these, graduate librarians, graduate engineers, a theat- 
rical producer, a domestic-science expert, a practical 
cook, and, on part time, a consulting psychologist and 
a woman physician. This gives you a glimpse of the 
scope of the business. It employs and rewards talent of 
many kinds. — From the discussion of Advertising by Bruce 
Barton, in “Choosing a Career.” 


Repeat trom the bevinnine antil end of the ten-minute test period.| 
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Strokes 
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Senior O. A. T. Test 
(Concluded from page 303) 
17th Street Group....... Pages 56-60 


Pan American Union, Memorial Continental Hall, Constitution Hall, 
American Red Cross, Corcoran Gallery of Art. 


Memorial Group Se Pages 61-65 
Washington Monument, Lincoln Memorial, Jefferson Memorial. 

Union Station Group eke ain i aevalen eas a a Pages 68-77 
Union Station, City Post Office, Government Printing Office. 

Miscellaneous Group......................-. Pages 68-77 


Ford’s Theater, House where Lincoln died, Navy Department, Marine 
Barracks, Navy Yard, War Department, Andrews Field, American Institute 
of Pharmacy, National Academy of Sciences, Federal Reserve Building, 
Public Health Service, American Institute of Architects (Octagon House), 
Department of Interior, Army Medical Center (Walter Reed Hospital), 
National Navy Medical Center, Soldiers’ Home, Fort Myer, Army War 
College, Cathedral of SS. Peter and Paul, Franciscan Monastery. 


Washington National Airport...................... PH, ..Page 79 

National Zodlogical Park Pages 80-81 
Alexandria . op RES a hs 4a ea tO a Pages 82-84 
ER RS ee Sg a i ge Palast disite .Pages 85-91 
ns re RN kk alain .Pages 90-95 


Do You THINK? 


J. BRIN 

ESTERDAY I had an expensive ex- was to be used; whether any special 
Ww cei nce because I, as a public stenog- width of margin was required r any 
rapher, did not THINK. Perhaps some particular length wanted for the pages 
of you readers could profit by this stupid 
mistake of mine and save yourselves a simi- I AM sure there is not a sten grapher in 
lar “loss of face’—and money any office in the 1 States. or ane 

ther country at utter, who ruld 

ANSWERING a call for extra work, I not like to be kn is “our efficient sec- 
went to the Letter Shop. The girl at retary, Miss \ lear reader, d 
the desk knew who | was and handed t need a fairy godmother to get y 
me the stencils that were to be cut. We _ that title. Just apply a little common sense 
had discussed the job previously, over the and thought to your job every day—in 
phone, she stating the price the Letter addition to your technical skill 
Shop would pay for the work, so I picked Before you put that next sheet of paper 
up the thirty stencils and manuscript and into your typewriter be sure you under- 
left, without asking any further particulars. stand what you are about to do. Think/!— 
Imagine my chagrin when, on returning would the letter have more style double- 
with the finished work the next day, I spaced than single-spaced? How many car- 
learned that this particular job was a bons are needed—one or two? Should tl 
government contract specifying elite type. printed matter to be sent with it be en- 
[ had typed all of them—all thirty stencils— closed or sent separately? Are there any 
in pica type! records or memos to be made in connection 


. with the letter—if so, have you noted it or 
YOU blame the girl at the desk? I did the carbon?—etc.. et 
not. I was as much to blame as she (after 
all, the thirty stencils were useless) and if "THIS word THINK has only five 
I had really used my thinking cap I would letters, but it is a big word and it will 
have inquired specifically for instructions; pay BIG dividends in your job, just as it 
I would have asked how the stencils were does in every walk of life. To get ahead 
to be typed—whether pica or elite type let your thinking power help! 
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rTHE SHORTHAND REPORTE 





NEW YORK REPORTERS MEET 
Tribute paid to Louis Goldstein, retiring after eighteen 
service to the Association, highlights convention 


. 


vears ol 


CHARLES L. SWEM 
Official Shorthand Reporter, New York Supreme Court 
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faking the Verdict 
From notes taken by FLORENCE E. LECHLEIDER in a Neglicence Case 
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the 


here in 


the craft 


what we 


very 


Ne W 


selfish service to per- 


York 


ird as a great and beneficial organiza 
1 porters 
\ were there will not forget any 
f it t the tributes of his friends 
tted a time to speak; not 
| s and humble respons no 
t scholarly tribute of Toastmaster Vat 
Gelde nor those from the lips and hearts 
New Jersey and Pennsylvania reporters 
! resentatior f the scroll to 
I Dana Brown, president of the Na 
t \ssociation; nor the presentation 
t silver t nor the wholly lelightfu 
fresh-from-the-heart irks of Rose, who 
insis was not an orator but who made 
t/ tt ccasion 
Not to forget that immediately after th 
] 1 tribute—with the hour growing 
lat t t nsistence of the guests, a 
£ » of alleged actors, all of them other 
\ eputable and active re ters, wer 
eTsila 1 to put on \l B ime's really 
brilliant skit, entitled “Case Settled.” B 
i t author’s sad tale of a court case 1 
the liability is strenuously contest 
1 \ h the injuries are tert and t 
rance company defending most solvent 
i 1 \ ch the Co t itterT ed y 
skillf persuas os rks the ise settled 





idvisability of afhhation with the 





Reporters Association came under 
at means yf i proposed 
nt to the State constitution whi 
deleted t! andatory visions requiring 
f | - 
affiliation, and substituted therefor the fol 
lowing : 
It sk I the licy t t Assotiation t 
coope t t b t afhliatior 
the inf al s ation—with other 
( ting t f t advancement 
the t tes 1 1 New York State ~ 
we t | ted States gene ly 
It s be the duty of the Executive Com 
i New York State Shorthar Re 
I \ tion in al nstances t letermine 
t ! ty or inadvisability of such affiliatior 
i the terms nd c litions 
thereof nd to act upon such determination, such 
‘ t fied by the convention assembled 


his proposed amendment, after spirited 
and exhaustive discussion, passed by much 
cessary two-thirds vote, 

thus indicating that the New York State 
Association 1 a mood to consider the 
matter of affiliation much more 
ously and critically than it has in the past 


n the ne 
‘iT ‘ting } 
was i 


seri- 


The subject will be fully explored before 


cK 


find, or to repla C 
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next convent hence, th 


date upor hich further 


date a year 


the 
' 
Ca&ri action 


thereon can be tal 


NEW officers for t year 


Pre Mime I 
Vice-Pr B 
ATR A I ( 
Neat | 
SECRETARY- TREASURER N \ 
Cit 
Historian, Wi ’ New York Cit 





Solomon Powsner 


» the result | a tragic automob! 
l accident, tl staf f reporters of tl 











New York Supreme Court has lost 

f its best beloved members and the 1 
porting profession one of its greatest writ 
ers, in the deat f Sol Powsn ’ 
history of all-t g t 
those who hav t sef S ' 
shorthand to it t t sp 
ind ac uracy i it P S 
must be act l i t i 

But whereas Sol’s its if ) 
artistic writer ( } to t sands 
too few kt f ialit 

us an indiv ul. It t " t 
to say that t 1 t 
thought he was. H t lack por 

lence, « t! ca 

for which | t ! was al 

fatigabl re iny thv « 

but his met " s ma 
of the quieter, though none t less 
lective sort He was rally i great 
hand writer, a meticulous student a 
worker, and a generous giver of his t 

r anything that believed was in t 


mmon g 


His like in our lives ll be hard t 


News About Reporters 


ISS Lola Maclean of the Detroit 
Commercial College sends us a list 
of five young people from her school re- 
cently appointed as official shorthand re 
porters: 
Myrtle Bennallack, 1 S. Dist t ( a. 2 
Angeles, California 
Harold Barnard, U. S. District Court, Det t 
Michigar 
Carl Pitt, U. S. D t ( t. Detroit. M 





Grect 


teac 
edit 
ER 
1V 
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excey 
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casc 


Ho 


nacle 
hard 
spent 


office 
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> er, ( t Court, Detroit, Michi Superior Court, Independence, California 
Our informant tells us that Miss Nelson 
California mes t notification handles the reporting for Inyo and Mono 


Miss Olga D Nelso is | ntly intics “on top of the Sierra Nevada 


WHO's WHO IN SHORTHAND SPEED 


Reading Develops Speed 


EXAMINER A. A. BOWLE 


t t t leat £ is and just 
at ca atura she was 
Mrs. Margaret Pratt's s at | st 
Hills (Long Isla H S 
VW rk M4 l i 
ime t Cregg id irter is < y 
) la i2@ ta ! 9 S 
Rea Te 1 throug t > , 





READING shorthand has alwa —_ 
Lille E. Voser d y es 


clearly d 


p speed in writing Phi is very 


} , . ‘ ] 
i i ! t y wat > . ? Marine ‘ 
, 
\ t t i ) 
; | , + | 
T t T i il ‘ t i ‘ i | 
‘ 14) ' 
v i t t x > » i i t i i- | 
, ] | | 
R t asses at H ( 9 Expert Medal 1 i Cha if 
, P . , ’ 
r : is vO S s t sf the ) might Sit 1 R i » & 
dens te though he had b y 120 wpm 
] ‘ 
\fiss Li F ] \f S¢ ary t ‘ ieit s \ is 
1 7 - ie . ‘ f . Hi ont m noe special 1) tiers either he. 
( aries | , ch l most | \ ] put it } l | i 
teachers know personallv as well as in his fore taking the 1/5 or the CSR tests, or 
, " Sve . leteurary +} » \f r lieve ? 
litorial capacity on the NEWS LET- _ before qualifying on the 200. More reading 


yve met when he visited your school. She MIISS MOSER has no intention of b 
is a member of his speed class at Hunter, coming a court reporter. 5S ikes secre 
gives ) i i little credit tarial w k and the | t tea g si} 
I i I 1 t is 1 Diamond es occasionally evenings. but she « 
Mi \ ling to him he id siders speed shorthand trict! " 
CX pt al mate t work wit in hobby s| it was ‘ y ] 1 nev 
case !) vorked very hard at it, she intimated. Per 
aps '—a bby never seems “work,” and 
HOW did she reach the 200 wpm pil shorthand is her hobby! We might all 
nacle? She won't admit that she worked profit by this attitud 

hard nor say a word about the hours she Lille’s other hobby, by the way, is musi 
spent practicing after a busy day at the And to keep herself trim, bowling and ski- 


office. And she says she “never put much ing are her favorite sports 
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CREGCC 
Take a Tip from Tony ent rates list , ;' wes ] 
' ) 
Ss. 
Pranscript of Miss Lechleider’s 
Notes o1 Page 309 | 
7 on he vy / hale 
New Rates Materially Reduce 
4 W 
Cost of Air Mail Service f 
VQ cry\' Ni ‘ (det t ] lu . 
a ; 
fs t 1 ts Answers to “Forty Winks.’ 
rt ral that rang on Page 2907 
“ K NoWIn: WKIN, Bf 
si INKW 22. WelKIN 
-9 nt WorK IN, WKIN 
rt I { ki NT 24 KmaNsh] 
S L 5. WeaKIIN 5. tWINK 
S-cent SRE PSE 6. NichthaWk maWK IshN¢ 
’ ; 7 th ( - WI - \ 7 ww KIN 
Cs , : four ¢ @ haNdIW L Q WINK 
P s tort ther Cet ) WIneskiN WIcKiNg 
l But tINKW WaNskl 
li 1. PicKWIckiaN 31. WINKer 
Unit States. { , WomaNKInd rIWiNK 
Iditi t 13. gaWKIN WaKINg 
14. WhIcKiN WInKiNy 
_ 15. aWaKenINg INkWorKk 
PHE! l rate of 8 cents a half 16, WINdbreaK KyWrltiN 
vunce { ir mail from the United States 17. uNWrInKled 7 KnoWIN 
fl ts from 18. WhacKIN 8. WrINK ; 


Guam to the Philippines. Ot foreign 19. braINWorK WorKmaNllk 
ountt me under the 10-, 15-, and 25 KInsWomaN 10. sWashbucKIIN 
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T om - 
> 4a] TArCA . ° 
New Overseas Air Mail Rates 
Vade effective Vovember Ss 1946 
Showing many of the countries to which a 10-, 15-, or 25-cent stamp 
will now carry your letters by Air Mail 
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Information Desk 


Concluded from page 297) 


justified by the fact that the 
swering the letter regards the 
ing” as taking place at the pr 
as the letter is being read 

Either form, then, would be 
correct 


person an- 
“mention- 
time 


esent 
considered 
4. In preparing a questionnaire for applicants 


who wish to join a society or a club, is it 
correct to list one of the questions thus 


Can you pay the admission fee? 
or 
Could you pay the admission fee? 


Would financial ability be included in the defi- 
nition of the word “‘can"’? Our Webster's diction- 
ary defines the verb ‘‘can’’: “‘To be able, physi- 
cally, morally, mentally, intellectually or legally 
to possess the qualities, qualifications, or resources 
necessary for the achievement of any purpose.” 
If the word “‘can’’ may be used in this case, which 
of the two forms above is more correct ?—\Sister 


M. of St. L. 


If, as we understand, the sentence 
that you quote is an isolated sentence bear- 
ing no grammatical relationship to other 
would be preferred. 
and 

Can expresses present or future 
uld expresses past or future 
verbs 






itences, can 
Che distinction 
is, briefly 


sel 
between can could 
ability, while c 
ability. If a sentence contains other 
the word that agrees with the tense of those 


verbs should be chosen thus: 

She believes that she can complete the 
work in time 

She believed that she could complete the 


work in time. Financial ability would be 


included in the meaning of can 


of the 
writing a 


- 
De Would not the closing 
letter be correct if you were 


following 
principal 


of a school asking him to tack on the bulletin 
board an enclosed dance bill or such: 
Dear Sir: 
Please place the enclosed folder on your 
bulletin board. Thank you kindly! 
Sincerely yours, 
It seems to me that the “thank you” adds a 


note of sincerity and appreciation to the letter. 
Is there any “‘cut and dried’ Business English 
rule that says you are not to close a letter in this 


way? I have always felt that whether or not 
you used “thank you"’ was entirely up to the 
writer. I, personally, would much rather re- 
ceive the above letter with “thank you” on it 
than with it omitted.—L. § 

here seems to be no hard and fast rule 


about ending a letter by saying “Thank 
you.” writers say that there is no 
logic in thanking someone for something 
he hasn't But often when we 
request something by telephone we thank 
the person at the end of the conversation 
not waiting until the item requested 
reaches us. Therefore, it seems correct 
to us for you to say “Thank you” at the 
end of a letter of request, so long as you 


»ome 


cd me yet 
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advance.” 
better 
reasonable 


kindly 


avoid I anki £ you im 
“Very bably be 
than the word “kindly.” for it is 
to suppose that thanks are given 
and not in an unpleasant manner 

In the very | letter you quoted, we 
with you that the request does seem 


Saying 


much” would 


agree 


brusque without the expression of thanks. 
As written, we take it that request 
is really a polite command. If the matter 
is actually a favor on the part of the 
recipient, you might change your letter 
to “Will you be g enough to place the 
enclosed folder on your bulletin board, 


Sincerely yours,’ 
ate your placing the enclosed 
your bulletin board Sincerely yours 


“We shall appreci- 


folder on 
Dictionary-itis 


were S sul 


FE ) irp! l ‘ the poor 
showing of typists and secretaries in 


syllabicating the ts of easy words w 
published last October that we made an 
easier (we thought) list and tested them 
again. To their amazement, and ours, they 
made still lower scores As a result of the 
test. some of the office workers discarded 
the little 10-cent dictionaries they had and 
purchased full-scale dictionaries, or copies 
of “20.000 Words.” 

Perhaps you'll be shocked, too, and dash 
off to the nearest book st see if you 
can indicate eac! syllabl 1! car t the 


following words. You do 


cide whether or not, or where, to hyphenate 
the word: just show the composition of 
each syllable in ea word 
Indicate all the s bles Pe t % 
could do it 

l late it SS 

2 t e t . sé 5 

. s 

* mus ¢ OS 

4. des tion 55 

5 SrTrertac< S() 

6 mat tials 33.5 

7. bu 19 

8 ea t y 10 


What does your score in 


8 right: No need for a dictionary 

6 right Have a dictionary within 
reacn 

4 right: Have the dictionary beside 
your typewriter 

Less than 4 right: Check every word 


you divid 


The following upside-down lines give 
you the proper division (‘urn book, to read) : 
Aj-t-2p0d-p2 {ad-o2) $)D-14-Iy-DUt p-{aad 
‘uou-diars-Ip Suin-IS-nut 1 )D)-0] JUI}-D] 











et ad f y 
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Be an Open-Minded Adventurer 
To Such Men the World Owes Its Progress 


From Me Gill News 
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Toil, Trouble. and Tears | 


NICHOLS FIELD WILSON 
In “Adventures in Business” b 
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C— > ) > - I HAVE NEVER DONE ANY‘ 


o WORTH THE DOING BY ACCIDENT 
--Thomas Alva Edison 
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During this Centennial month (Thomas Edison was born in Milan, Ohio. 

February 11, 1847) many more than the usual number of visitors are 

likely to be going to see his old laboratory. Originally a glass blower’s 

shop at Menlo Park, New Jersey, it is now a part of the Henry Ford 7 
Edisonian Museum at Dearborn, Michigan 


Being One's Self is What Counts 7 
From “The Pick-Up” : 
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Graded Letters 


A. E. KLEIN 
For Use with Chapter Four of the Manual 
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Graded Letters 


A. E. KLEIN 


For Use with Chapter Five of the Manual 
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Graded Letters 


A. E. KLEIN 
For Use with Chapter Six of the Manual 
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NAVAL OBSERVATORY CHECK, 
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'» Time of Day with ME 7-1212 
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